
 

Director’s Minimum Submittal Requirements 

City Planning and Development Department 
 

Last Updated: March 14, 2022 
 
Dear Applicant,  

 

Thank you for your interest in developing in Kansas City. We are excited to work with you.  

 

The Director’s Minimum Submittal Requirements has been prepared for your use to help you ensure that the 

application you file is complete. If you are a returning customer, you know that our staff will conduct a quality 

control review after you file an application with our office. The purpose of that review is to determine whether 

you’ve filed complete application. Historically, that review consisted of 1) verifying you filed the correct 

application type, 2) verifying you held a pre-application meeting with staff, when required, 3) verifying you 

provided a set of plans with the necessary plan sheets, 4) verifying those plan sheets included content necessary 

for staff to perform a complete review, 5) verifying that necessary supplemental information is provided.  

 

Staff is always considering how to make our process more efficient. The quality control review process described 

above is labor intensive and as a result it takes several days to complete. A recently analysis of our schedule 

revealed that time in the schedule could be saved by reconceptualizing our quality control review. Beginning 

January 1, 2022, staff will no longer perform the level of detailed review noted above. Staff will only verify 1) that 

you have filed the correct application; and 2) that you held a pre-application meeting with staff if required. This 

will allow us to proceed immediately to formal plan review, saving about a week’s worth of time in the schedule.  

 

The trade-off is that formal review may result in staff identifying deficiencies that would have previously been 

caught during quality control review. To help you prevent this from occurring we are offering the attached set of 

detailed submittal requirements we refer to collectively as the “Director’s Minimum Submittal Requirements”. The 

requirements consist of the following: 

 

1. Required Plan Sheets 

2. Required Content by Plan Sheet 

3. Required Supplemental Information 

4. Required Steps by Application Type 

5. Tabular Data Specifications 

6. Addendums 

7. Applicant’s Acknowledgment 

 

You are strongly encouraged to review these in detail and ensure your design professional understands them 

and complies with them. We understand that not all requirements listed in this packet will be applicable to your 

project and we ask that you allow your design professional to use their professional judgment in determining what 

is needed. In exchange, we ask for the same collaboration with us upon review. Staff’s goal is never to delay 

your project – after all, we get new work every day so delay only results in a heavier caseload for us. Our goal is 

to have the information needed so that we can offer a comprehensive and accurate recommendation to our 

decision-making bodies. 

 

Finally, this document will be updated periodically as needed. You will note we have reserved space for 

supplemental information to be offered by other departments and divisions. The most current version of this 

document will always be posted to kcmo.gov/cpc and kcmo.gov/bza. We encourage you to check there.  

 

As always, if you have any questions about these requirements, please let your planner know. We appreciate 

your collaboration and look forward to partnering with you in 2022 and beyond. 

 

Jeffrey Williams, AICP 

Director 

City Planning and Development Department 
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City Planning and Development  

Development Management Division 

Required Plan Sheets 
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Required Plan Sheets 

The plan sheets listed below are 

required for the application 

submittal to the right if its cell is 

marked with an “X”.  The director 

or her/his designee may waive 

any required plan sheets if 

requested by the applicant for 

good cause shown.  Such request 

shall be placed on the face of the 

cover sheet under a heading of 

“Plan Sheet Exemptions 

Requested”. 
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Cover Sheet  X X X X X X X  X                

Site Plan (concept)  X X    1     X        X      

Site Plan (detailed)    X X X 1 X  X       X X    X    

Landscape Plan (concept) 

 

 

 

 

 

 X X    1                   

Landscape Plan (detailed)    X X X 1 X              X X   

Grading Plan     X X X X X                  

Building Elevations (concept)  2 2    1                   

Building Elevations (detailed)    X X X 1 X                  

Sign Plan  3 2    2   X                

Preliminary Plat  4 3    3        X           

Final Plat                X          

Utility Plan  X X X X X X X                  

Streetscape Plan (concept)%  5

2 

4    4                   

Streetscape Plan (detailed)%    4 4 4 4 4                  

 Survey              X   X         

All required plan sheets shall be combined into one PDF file given the file name of the application submittal (example: “development plan”) and be uploaded 

both as an attachment to CompassKC and to E-review. 

 

*The Director of City Planning and Development may request additional plan sheets as necessary in order to evaluate the proposal against applicable city 

policies and standards. 

 
  

 
1 Plan sheets may only be submitted in “concept” form (vs. detailed) for development plan if the applicant 1) expressly consents to subsequent project plan    

approval wherein a detailed form of the same sheets is required, and 2) the applicant submits design standards to regulate the design of all buildings within the 

plan area ensuring such buildings are harmonious in their design and materiality. 
2 If conceptual building elevations are submitted the applicant must also submit design standards which will regulate the design of all buildings within the plan 

area ensuring that all buildings are harmonious in their design and materiality. 
3 Required only if applicant proposes sign standards which are less restrictive than the code (allowed only for MPD and UR) or more restrictive than the code 

(allowed for development plans, MPD and UR). 
4 Only required if the application submittal is intended to act as a preliminary plat. 
5 Streetscape plan only required if the property lies in the area bound by the Missouri River, Blue River, 85th Street, and State Line and if a building is proposed 

within 5 feet of a street right-of-way line. 



City Planning and Development 

Development Management Division 

Required Content by Plan Sheet 
 

   

Required Content 
If any of the plan sheets to the right are required as part of an application submittal, any of the content items listed 

below are required on that plan sheet if its cell is marked with an “X”.  The director or her/his designee may waive any 

required plan sheets or content if requested by the applicant for good cause shown.  Such request shall be placed on 

the face of the applicable plan sheet under a heading of Content Exemptions Requested. 

 

 
Failure to provide required plan sheets and content may result in delay.   
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1. Name of the development or plat.  X X X X X X X X X X X X X X  

2. Name, address, phone number, and email of person or firm that prepared the plan.  X X X X X X X X X X X X X X  

3. Date plan prepared and any revision dates.  X X X X X X X X X X X X X X  

4. Graphic and written scale of one inch equals 10-60 or 100 feet. A scale of one inch equals 200 feet may be used 

for applications consisting of over 200 acres.  X X X X X X X X X X X X X X  

5. A legal description of the property.  X         X X     

6. North arrow.  X X X X     X X X X    

7. A location map identifying boundaries of property in relation to major streets.  X         X X     

8. Existing property lines identifying point of beginning and distances and bearings of property lines, consistent with 

the legal description.  X        X X X     

9. Identification and written dimensions of the width from centerline and total width of existing perimeter and interior 

streets, other rights-of-way, and proposed/existing easements.  X  X X     X X X X  X  

10. Identification and written dimensions of the total width of pavement of existing streets and drives. X         X  X    

11. Existing and proposed medians, thru-lanes, turn lanes, sidewalks, trails, and other vertical or horizontal obstructions 

within the public right-of-way and all other pertinent information necessary to understand of conditions in the 

right-of-way. 
X  X X      X      

12. Identification and written dimensions of additional street right-of-way to be dedicated and width of any proposed 

interior streets and easements (reference Major Street Plan).  X  X X     X X X     

13. Location and dimensions of the widths of existing or proposed private vehicular access into the property from 

perimeter streets and location of existing or approved accesses on properties adjacent or opposite the property, 

with off-set dimension from the centerlines of such streets and private access.  
X         X      

14. Show existing conditions of surrounding property within 300 feet, including: properties with ownership, lots 

including lot numbers and use, rights-of-way and streets with labels.  For properties which abut the subject 

property (i.e physically touching the subject property or lying on the opposite side of the right-of-way), include 

building footprint on abutting property with approximate dimension from the shared property line.  

X         X      

15. Name of adjacent platted subdivision and identification of lot number and tracts.  X   X      X X     

16. Location, identification, and dimension of proposed lots and tracts.  X         X X     

17. Location of proposed buildings and structures and existing buildings and structures to remain, with dimensions of 

setback from proposed street right-of-way and adjacent property lines, dimensions of building width and length, 

number of floors, gross floor area per floor, and total building area. Residential buildings shall identify the number 

of dwelling units per floor and the total number of dwelling units.  

X X X X        X    

18. Identification of proposed or existing use or uses within each building, building entrances and exits, docks or other 

service entrances, outdoor storage and sales areas, and other paved areas.  
X X X         X    

19. Location of proposed or existing parking spaces, aisles, and drives with written setback dimensions from proposed 

street rights-of-way and adjacent property lines; typical width and length of parking spaces; number of parking 

spaces per row; and width of parking aisles. (Parking & Loading - 88-420)  
X X X             

20. Location and identification of boundaries and phase numbers of the development if proposed to be platted or 

developed in phases, showing the buildings, structures, access, and parking areas in each phase.  
X X        X  X    



 

Required Content 
If any of the plan sheets to the right are required as part of an application submittal, any of the content items listed 

below are required on that plan sheet if its cell is marked with an “X”. The director or her/his designee may waive any 

required plan sheets or content if requested by the applicant for good cause shown. Such request shall be placed on 

the face of the applicable plan sheet under a heading of Content Exemptions Requested. 

 

 
Failure to provide required plan sheets and content may result in delay. 
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21. Existing and proposed topography, with contours at an interval of not less than 5 feet and with approximate first 

floor elevations of buildings and top of wall. 

  

X X 
           

22. Location and identification of any proposed and any existing site features to be retained, including detention 

areas, retaining walls, and other pertinent site features. Retaining walls should include materials and top and 

bottom of wall heights. 

 
X 

  
X 

 
X 

           

23. Landscape data chart/table as required by the specifications.  X X             

24. Outdoor lighting information including proposed light fixtures, whether ground, building or pole-mounted, a 

photometric study, property lines, and zoning and use of adjacent properties. 

              

X 

25. Identification of all public and private existing and proposed sidewalks, trails and/or bicycle facilities. (see Trails KC 

and Bike KC plans) 
X X X 

            

26. Building elevations, in color, with materials and architectural detailing.     X X          

27. Signage plan. (88-445)         X       

28. Written information shall be provided in the following order on the plan and in tabular form for each phase and in 

total. The plan shall identify buildings, phases of development, and other graphic information by numbers or 

letters to allow easy reference to the following information: 

               

a. Existing zoning of property and any proposed zoning, including type of any planned district requested. X X X       X      

b. Total land area in square feet or acre. X X X       X X     

c. Land area or acres for existing and proposed street right of way. X         X X     

d. Net land area or acres. X         X X     

e. Proposed use or uses of each building and structure. X X X             

f. Height above grade of buildings and structures and number of floors of each building. X   X            

g. Gross floor area per floor and total for each building. Residential buildings shall also include type of dwelling 

units, number of dwelling units per floor, and total number of dwelling units. 
X 

 

X 
            

h. Building coverage and floor area ratio. X               

i. Residential development shall, in addition, identify gross and net density. X               

j. Ratio of required number of parking spaces for each use and amount of required, proposed parking spaces. X  X             

k. Ratio of required number of short term and long term bicycle parking spaces for each use and amount of 

required, proposed short term and long term bicycle parking spaces. X 
 

X 
            

l. Applications for amendments to development plans shall include a written description of the changes to the 

approved development plan, including any changes in use, phases, parking, signage, or site arrangement. X 
              

m. Applications for amendments to development plans shall include a written description of the changes to the 

approved development plan, including any changes in use, phases, parking, signage, or site arrangement. X 
              

29. Existing and proposed utilities including water mains, service lines and related appurtenances. Include labels with 

the utility features, utility type, size, and materials.            X    

30. Any other information necessary for a determination as to the suitability of the plan for the site, as requested by 

the Director of City Planning and Development. X X X X X X X X X X X X X X X 

https://www.kcmo.gov/city-hall/departments/city-planning-development/other-city-plans
https://www.kcmo.gov/city-hall/departments/city-planning-development/other-city-plans
https://www.kcmo.gov/city-hall/departments/city-planning-development/other-city-plans
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City Planning and Development 

Development Management Division 

Required Supplemental Information 
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Required Supplemental 

Information 

The supplemental information 

listed below may be required for 

the application submittal to the 

right if its cell is marked with an 

“X”. If a number is provided in 

cell see corresponding footnote 

at bottom of page. 
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Owner Consent Form X X X X X X X X X X X X X X X X X X X X X X X X X 

Sign Posting & Affidavit X X X   X X        X  X X        

Legal Description (text format) X X X X X X X X  X  X  X X X          

Statement of Intent    X                      

Zoning Determination                 X         

Nomination Statement                   X       

Petition of Support                   X X      

Notice of Violation                     6     

Owner Affidavit      X           X X   X     

Survey              X   X         

Stream Buffer Plan 7 6 6   6 6 6       6           

Stormwater Study 8 7 7   7 7 7       7           

Traffic Impact Study 9 8 8   8 8 8       8           

  

 
6 Only required when appealing a notice of violation. 
7 See 88-415 to determine if required. 
8 Confirm with Land Development Division whether this is required.  
9 Confirm with Public Works whether this is required.  
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Required Procedural Steps by Application Submittal Type 

                       *See flowcharts for process details and timeframes by application submittal type. 

 

Required Procedural Step 

The meetings below are 

required for the application 

submittals to the right if the cell 

has an “X”.  If final action on the 

application submittal is taken at 

a meeting it is marked with an 

“F”. 
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Pre-Application Meeting X X X   X X X X X X X X X X  X   X      

Administrative Review     F         F        F F F F 

Public Engagement X X X   X X     X   X           

Development Review Comm. 

CCCCommitteeCommitteeCom

mitteeCommittee 

 X X   X X     X X  9           

Street Name Committee             X  X    F       

City Plan Commission X X X F  X X F X X X X X  9 X    X      

Board of Zoning Adjustment      F           F F   F     

City Council 

 

 

 

 

 

 

F F F

F 

   F  F F F F F  9 F    F      

 

 
10 Preliminary Plats may be approved by Development Review Committee only when waivers and modifications to the 
public improvement standards are not requested. Any preliminary plat with such requests must be approved by the City 
Council following a recommendation of the City Plan Commission. 
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Tabular Information Specifications 

The specifications provided below are for the design professional’s use when preparing plan sheets 

which require the information referenced. The design professional is encouraged to copy and paste 

the specifications as provided below and enter the tabular data.  

 

Table 1. Site Data 

On plan sheets in which this table is required, the table shall appear in this format. Note that 

“Deviation Requested” column is only applicable to the following application submittals: 

Development Plan, MPD and UR. For Special Use Permit application submittals, replace this column 

with “Variance Requested”. For all others do not include this column. 
 

SITE DATA Existing Proposed Deviation 

Requested? 

Approved 

Zoning     

Gross Land Area     

   in square feet     

   in acres     

Right-of-way Dedication     

   in square feet     

   in acres     

Net Land Area     

   in square feet     

   in acres     

Building Area (sq. ft.)     

Floor Area Ratio     

Residential Use Info     

Total Dwelling Units     

   Detached House     

   Zero lot line House     

   Cottage House     

   Semi-attached House     

   Townhouse     

   Two-unit House     

   Multi-unit House     

   Colonnade     

   Multiplex     

   Multi-unit Building     

Total Lots     

   Residential     

   Public/Civic     

   Commercial     

   Industrial     

   Other     
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Table 2. Building Data 

On plan sheets in which this table is required, the table shall appear in this format.  Note that 

“Deviation Requested” column is only applicable to the following application submittals: 

Development Plan, MPD and UR. For Special Use Permit application submittals, replace this column 

with “Variance Requested”.  For all others do not include this column. 

 
BUILDING DATA Required Proposed Deviation 

Requested? 

Approved 

Rear Setback     

Front Setback     

Side Setback     

Side Setback (abutting street)     

Height     

 
 

Table 3. Landscape Requirements 

This table shall appear on all landscape plans. Note that the column labeled “Alternative 

Requested” shall only be used when you cannot meet the landscape requirement and, if used, must 

be accompanied by Table 3a. 
 

88-425 – LANDSCAPE REQUIREMENTS Required Proposed Alternative 

Requested? 

Approved 

88-425-03 Street Trees     

88-425-04 General     

88-425-05 Perimeter Vehicular Use Area 

   Adjacent to Streets 

   Buffer Width 

Trees 

Shrubs/Wall/Berm 

   

  Adjacent to Residential Zones 

Buffer Width 

Shrubs/Berm/Fence/Wall 

    

88-425-06 Interior Vehicular Use Area 

   Interior Area 

   Trees 

   Shrubs 

    

88-425-07 Parking Garage Screening Describe 

88-425-08 Mechanical/Utility Equipment 

Screening 

Describe 

88-425-09 Outdoor Use Screening Describe 
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Table 3a. Alternative Compliance to Landscape Standards 

This table shall appear on all landscape plans in which alternative compliance is requested. 
 

88-425 – LANDSCAPE REQUIREMENTS Proposed Alternative Approved 

88-425-03 Street Trees   

88-425-04 General   

88-425-05 Perimeter Vehicular Use Area 

   Adjacent to Streets 

   Buffer Width 

Trees 

Shrubs/Wall/Berm 

   

  Adjacent to Residential Zones 

Buffer Width 

Shrubs/Berm/Fence/Wall 

  

88-425-06 Interior Vehicular Use Area 

   Interior Area 

   Trees 

   Shrubs 

  

88-425-07 Parking Garage Screening   

88-425-08 Mechanical/Utility Equipment 

Screening 

  

88-425-09 Outdoor Use Screening   

 

Table 3b. Landscape Schedule 

This table shall appear on all landscape plans and be used to identify the graphic information 

displayed on the face of the plan. 
 

88-425 – LANDSCAPE SCHEDULE SYMBOL    

88-425-03 Street Trees     

88-425-04 General     

88-425-05 Perimeter Vehicular Use Area 

   Adjacent to Streets 

   Buffer Width 

Trees 

Shrubs/Wall/Berm 

   

  Adjacent to Residential Zones 

Buffer Width 

Shrubs/Berm/Fence/Wall 

    

88-425-06 Interior Vehicular Use Area 

   Interior Area 

   Trees 

   Shrubs 

    

88-425-07 Parking Garage Screening Describe 

88-425-08 Mechanical/Utility Equipment 

Screening 

Describe 

88-425-09 Outdoor Use Screening Describe 

 

  



 

Director’s Minimum Submittal Requirements 

City Planning and Development Department 
 

Last Updated: November 18, 2021 
 

Table 4. Parking 

On plan sheets where this is required the table shall appear in this format.  State “yes or no” in the 

“Alternatives Proposed” column. If yes, use Table 5a to describe the alternatives proposed using the 

list provided in 88-420-16-H. 

 
88-420 – PARKING Vehicle Spaces  Bike Spaces  Alternatives 

Proposed? (See 

88-420-16) Required Proposed Required Proposed 

Proposed Use(s) 

List All Proposed Uses 

Total 

     

 

 

Table 4a. Alternative Compliance Parking 

The table below shall appear on plans where Table 5 is required when alternative compliance is 

requested. To complete, insert the specific alternative(s) requested (as listed in 88-420-16-H) in the first 

column followed by a narrative description of the alternative (for example, if the alternative is off-site 

parking, describe where the parking will be located, etc.).  

 
88-420 – ALTERNATIVE COMPLIANCE PARKING Approved 

Alternative Proposed 

(See 88-420-16-H) 

 

Describe 

 

 

 

Table 5. Other Development Standards 

Use this table on required plan sheets. Complete by providing a narrative description of how each 

development standard is satisfied. For example, for Parkland Dedication, you might state: “Developer 

will provide a combination of private open space and payment in-lieu. See table.” and provide an 

additional table.  For stream buffer, you might state “Not applicable.” or “Stream Buffer plan 

submitted”. 

 
88-425 – OTHER DEVLEOPMENT STANDARDS Method of Compliance 

88-408 Parkland Dedication See Addendum 1 

88-415 Stream Buffers Describe 

88-430 Outdoor Lighting Describe 

88-435 Outdoor Display, Storage and Work Areas Describe 

88-445 Signs Describe 

88-450 Pedestrian Standards Describe 
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Addendum 1. 

Parks and Recreation Department 

Quality Control Review Checklist Items 
 

 

RESERVED FOR FUTURE USE 
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Addendum 2. 

Water Services Department 

Quality Control Review Checklist Items 
 

RESERVED FOR FUTURE USE 
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Addendum 3. 

Land Development Division 

Quality Control Review Checklist Items 
 

 

RESERVED FOR FUTURE USE 
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Addendum 4. 

Fire Department 

Quality Control Review Checklist Items 
 

 

RESERVED FOR FUTURE USE 
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APPLICANT’S ACKNOWLEDGMENT 

Of the Director’s Minimum Submittal Requirements 

 

Note to Applicant: You must complete and upload this document to CompassKC with your 

application. 
 

In order to expedite review of your application, beginning January 1, 2022 staff will no longer perform a detailed 

quality control review. As the applicant it is your responsibility to review the Director’s Minimum Submittal 

Requirements (hereinafter referred to as “requirements”) and ensure your submittal fully complies. This document 

serves as your acknowledgment of these requirements and confirmation that your submittal complies with the 

requirements or modified requirements (where applicable). You should complete Section 1 below only if you 

have had a pre-application meeting with city staff and staff waived specific requirements. If no waivers were 

granted you should leave this section blank. Section 2 should be completed in all cases.  

 

Section 1. I acknowledge the Director’s Minimum Submittal Requirements and to the best of my 

knowledge I have submitted plans which comply with all submittal requirements except the following 

(insert any requirements waived by staff below, if none were waived leave blank): 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

____________________________________________________________________________________________________________ 

 

As authorized by________________________________________ (insert city staff person that granted waiver) on  

 

_______________________________ (insert date). 

 

 

Section 2. I understand that to expedite review of my submittal staff will not independently verify that I have met 

these minimum submittal requirements and will instead proceed directly to a formal review.  I understand that, if 

during formal review, it is found that I have filed the incorrect application, or it is found that my submittal does 

not include the required plan sheets or plan contents which were not waived by staff, that my project may be 

subject to delay. 

 

Date:___________________________________________________________ 

 

Applicant’s Printed Name:_______________________________________ 

 

Applicant’s Signature:___________________________________________ 

 

 

 

 

 

 

 

 


